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THE PRESIDENT’S COLUMN 


Acceptance of National Presidency . . . 


Another Convention has passed into history, leaving be- 
hind it an outstanding record of achievement, and opening 
the portal to ever-widening horizons of endeavor and ac- 
complishment. As President of the National Secretaries 
Association, with the assistance of the Executive Board I 
shall endeavor to direct the course of the Association along 
channels pleasing to all and beneficial to the organization. 
To do that I shall need ASSISTANCE in GREAT QUAN- 
TITIES. Our National Board, standing alone, can ac- 
complish very little; but ALL TOGETHER we can build 
anything we want to build! 

NSA is constantly becoming more powerful in its very 
existence. As we grow our perspective changes. We must 
keep abreast of the times. A group of ten or twelve thou- 
sand ambitious secretaries represents a compelling force, 
with possibilities unlimited—IF THAT FORCE IS AD- 
DRESSED IN ONE DIRECTION. “Cooperation IS the 
Backbone of Achievement.” 

By observation over a period of years a great deal of 
talent has come to our attention. The National Board 
would like to ask that you give us.the benefit of that 






in 1948-49. 


your administration. 





Mrs. Elizabeth R. Scott, our new National Presi- 
dent, really needs no introduction to anyone. 
know her personally and her abilities; those who have 
not been privileged to meet her, know how ably she 
performed her NSA duties in her local chapter and 
her outstanding work as Northwestern Vice-President 


Keenly interested in the Association, we know she 
will be a standard bearer for NSA this next year. 
Congratulations, Elizabeth, and great success in 


talent, of your knowledge and your experience. You will 
find us receptive and eager for workable ideas. 

We should like to make this a year in which we keep 
the virtues of National feeling, but begin to outgrow some 
of the vices of Nationalism. Free thinking and free ex- 
pression are favored. Diversified opinions make any as- 
sociation stronger, as long as we keep our criticism con- 
structive and our thinking creative and impersonal. 

I am happy to accept the office of National President 
of the Association for the coming year—not because of 
private interest or personal ambition, not for advantage of 
pride or place, but for the opportunity to help preserve the 
foundations of right thinking and faith in our association 
—for the opportunity to work with the Chapters in the 
progress of NSA. 

My sincere thanks go to all Chapters for their confi- 
dence, loyalty and support. May the coming year 


strengthen our bonds of friendship and cooperation and 
bring us stil) closer to the goal of our ambition! 
Elizabeth R. Scott, 
President. 
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OUR GREAT AIM 


The National Secretaries Association has a right to be 


proud of its work. There is no requisite more necessary, 
useful or vaiuable, than to be proud of one’s work. 

This was evidenced at the recent National Convention 
held in Chicago. Would that each and every member of 
NSA could have been in attendance and witnessed the 
cooperation, complete harmony and desire on the part of 
all to devote their full Convention time to constructive 
work in the development of the Association. 

The results can be summed up in one short phrase— 
“It was a wonderful convention in all respects!” 

Now our great aim this year is to increase our mem- 
bership! Every bona fide secretary wants to be and 
should be a member of NSA. Why? Because it will 
(1) assist her in her individual secretarial career; (2) 
afford her the opportunity to participate in educational 
benefits; (3) make available to her the opportunity to 
become a Certified Professional Secretary; (4) bring her 
in close association with other secretaries the nation over; 
(5) and extend an opportunity to make friends from all 
over the United States with interests akin to her! 

Yes, the friends she will make through an NSA mem- 
bership will be the strongest and most lasting she will 
ever be able to make in any other way. They will be 
valuable to her in health; give advice on business; give 
association in fun, travel and vacations; minister to her 
in illness; and offer consolation in trying times. 

Our membership ‘goal for 1949-50 is high. Let our 
slogan be—‘SNEVERY MEMBER GET A MEMBER!” 

Through NSA’s united efforts, through chapters, 
through individual members—help us to reach that goal. 

Contact all eligible secretaries in your respective cities 
and offer to them the privilege of affiliating with our 
Association, sharing in our activities and participating in 
the Association’s benefits. 

Our Great Aim—to double our membership in 1949-50. 
Remember the slogan—“EVERY MEMBER GET A MEM- 
BER!” 
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BETTER 


Paraphrasing the Prayer Book passage, “With regard to 
English we have learned those things about it that we 
ought not to have learned and have left unlearned the 
things we ought to have learned,” according to Mr. Charles 
Allen Lloyd in WE WHO SPEAK ENGLISH, one of the 
entertaining and comforting books on speech to which I 
alluded in the March issue of THE SECRETARY. 


Mr. Lloyd compares language with clothing, likening 
slang to the sports-clothes of speech; colloquialisms to the 
informal garments we wear when lounging around home; 
evening dress to speech at its best—poetry, dignified prose; 
and speech abounding in glaring errors of grammar and 
pronunciation to the “dirty, ragged, buttonless garments” 
he seems to think we wouldn’t want to be caught dead in. 
He says that it is permissible to use slang when the occasion 
is fitting and when one knows he 
is using it, just as it is sometimes 
permissible to violate the conven- 
tions of polite society for a def- 
inite purpose. “But the one who 
ignorantly breaks the rules either 
of society or of English is likely 
to be secretly pitied, if not openly 
laughed at.” 

As we cull and weed for our own 
speech errors it is no end titillating to discover an author 
or speaker in error and to find the authors sniping at one 
another and at the dictionaries and the false teachings, of 
which there are many. 

Consensus of opinion is one of them. Many authors 
say that there can’t be a comsensus of anything else, and 
I who usually look up a thing before quoting it, have 
quoted this without looking it up. Sce Webster’s defini- 
tion, and note that there may be a comsensus of opinion, or 
of evidence, of taste, of accord, etc. 

‘Did he leave yet?? Wrong. Did is the tense for an 
action completed at a particular time in the past, as ‘Did 
he leave yesterday?’ When the verb refers to no particular 
time in the past, have is the auxiliary to be used, as “Has 
he left?’ Mr. Lloyd says there’s a decided tendency to add 
a syllable to the word ‘had’ in expressions like ‘If I had 
seen him,’ probably coming about because we say ‘could 
have,’ ‘would have.’ That doesn’t mean that there’s never 
a place for ‘had have.’ “A teacher may say to a pupil, 
‘You had better study your lesson,’ but if the studying 
is something that should have taken place in the past, the 
correct expression is, “You had better have studied your 
lesson instead of playing as you did.’ We often hear 
statements like ‘I should have liked to have been there.’ 
The chances are very strong that he simply means, and 
should say, ‘I should have like to be there’ or ‘I should 
like to have been there.” A similar mistake is ‘You ought 
to have made him gone,’ where it is obvious that ‘made 
him go’ is the reasonable wording.” 

Every success, every happiness, every courtesy.—Richard 
Grant White says, in WORDS AND THEIR USES, that 
a great misuse of the word every has resulted in ‘every 
confidence,’ ‘every assistance,’ and the like. “That is 
absurdly wrong. Every is separative and can be applied 
only to a whole. It means each of all. . . .” He bids us use 
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KATHARINE JONES STROUGH, 


Aibany, New York Chapter 


SPEECH 


‘all possible assistance,’ ‘the greatest success.’ 

Each and both.—‘Each guest received a gift.” To say 
‘Both guests received gifts’ might mean that one of the 
guests received more than one gift. ‘Both guests received 
a gift’ implies that the two guests shared one gift. 

Either and Neither without or and nor, when the two 
linked subjects are of different persons, leads us into 
trouble, Mr. Ernest Weekley says in CRUELTY TO 
WORDS AND FIRST AID TO BEST SELLERS. ‘Either 
that man or I go out of this room . . .” should read ‘Either 
that man goes out of this room or I do,’ or ‘Either I go 
out of this room or he goes.’ ‘Neither you nor I am 
entirely ourselves’ impelled Punch to inquire, ‘Then who 
else am we?’ 

‘One of the men who does things.’ Does should be do 
to agree with men. But ‘One in 
six Americans own automobiles’ 
should be ‘One in six Americans 
owns an automobile.” Mr. Weekley 
says that writers who suffer from 
the ‘One of . . .” complex should 
delete everything that intervenes 
between his subject and his verb 
and put his parenthetical enlarge- 
ments at the end of the sentence, 
to avoid such errors as ‘No one, not even the extremists, 
were prepared for such an outburst. (‘No one was prepared 
for such an outburst, not even the extremists.) And ‘The 
butler, who besides the cook and the maid, were the only 
servants he kept.’ (Omit ‘who besides.’ ) 

Always complete one comparison before going to another, 
John B. Opdycke advises in SAY WHAT YOU MEAN. 
‘This work is as good if not better than that’ should read 
‘This work is as good as that, if not better.” ‘He did this 
better, or at least, just as well as John did it,’ should read 
“He did this better than John did it, or at least just as well.’ 

‘One of the best, if not the best, professions open to 
women’ should be corrected to ‘One of the best professions 
open to women, if not the best of all.’ Fowler, in MOD- 
ERN ENGLISH USAGE. 

Some Singulars and Plurals.—Both lenses were cracked, 
and one lens is gone. The mews is good. My patience is 
tried. Species is pronounced SPEshiz when singular, 
SPEsheez when plural. The singular of dice is die—‘The 
die is cast.’ 

Pronunciation.—Robot which is of Czech—not French 
—origin is ROW-bot or ROBot, the ¢ sounded. Swathed 
rhymes with bathed. Rationale which is of Latin—not 
French—origin is RatioNAYlee. Mr. Lloyd says, The 
vaGAries of English pronunciation are LAMentable, but 
not inEXplicable, the composite character of the language 
being responsible for most of them. The ratioNAlee of 
the matter should become evident to the careful student 
when he realizes that English is not a mere conGEries (four 
syllables) or aggregation of words drawn from many and 
varied sources, but an ADmirable and inCOMparable fabric 
for the clothing of thought into a harmonious pattern by 
the language-making genius of those who speak it.” 


The Secretary 








CHAPTER 


HIGHLIGHTS 


by Nancy Mahood, Wayne, Nebraska, (Member of the Chapter-at-Large) 


PHILADELPHIA, PENNSYLVANIA: Volume 1, No. 
1 meant a new publication from the Liberty Belle Chap- 
ter called The Clapper. It’s a trim, attractive publication 
with lots of news . . . and the illustrations really add to 
its looks. 

SPOKANE, WASHINGTON: Apple Sauce from the 
Spokane Chapter reported a program on “What’s New in 
Medicine.” The talk by Mr. Kemmish of Eli Lilly and 
Company was enlightening and the girls say “we would 
like more of the same.” 


NEW YORK CITY, NEW YORK: The gay yellow 
and red cover of The Manhatter really caught our eye. The 
Manhatter has an editorial board and we’ll be expecting 
big things of this fine publication from the New York 
City Chapter. 

KANSAS CITY, MISSOURI: 
The Westport Chapter must have 
had a rough and ready attendance 
contest with the James Clan as 
one of the participating groups. 
Evidently the James girls sort of 
swept the field in the contest too— 
as they brought in new members 
and had the best attendance. We'd 
say the Sugar Cookies, one of the 
groups in the contest, had a setback from their name— 
The Wagon Wheel reports the Cookies had all the frosting 
licked off them early in the contest. 

KALAMAZOO, MICHIGAN: The members of the 
Kalamazoo Chapter must really be bowlers. The NSA 
Bowling Team went to the state tournament. According 
to the report in Celery Leaves they didn’t win first—but 
they did finish in the money. 

POCATELLO, IDAHO: Teepee Chapter reports fort- 
nightly bridge sessions still in progress. The reporter 
(who filled in for a missing bridge enthusiast) went home 
replete with bridge, strawberry short cake with ice cream 
and the prize. She says for like consideration, she will fill 
in any time, any place. 

PEORIA, ILLINOIS: Members of the Marquette Chap- 
ter traveled through European countries second hand at 
a recent meeting. The speaker, Michael Crowley of Peoria, 
told of his four months trip through Europe to an NSA 
audience who enjoyed his humor and wit as well as his 
interesting experiences. 


ROCHESTER, 
NEW YORK: Beatrice 
Schwann and Geraldine 
Moyland of the Flower 
City Chapter had an in- 
teresting luncheon and 
tour of shopsand 
laboratories of the 
Rochester Institute of 
Technology. It was an 
honor to be selected 
among the women who 
made the tour at the 
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personal invitation of the President of the Institute. 

KANSAS CITY, MISSOURI: Heart of America Chap- 
ter is busy promoting the C.P.S. program—and that’s the 
spirit! Helen Boyle presented ideas, facts and suggestions 
from the Secretarial Science Viewpoint in a panel discus- 
sion before students in Business Administration Depart- 
ment at the Central Missouri State College on their recent 
“Commerce Day.” 


PITTSBURG, KANSAS: Only too true gals! Speaker 
at a dinner meeting of the Coal-ette Chapter told “What 
is Expected of a Good Secretary”. The Meadowlark said 
the talk was very interesting, but makes the observation 
that we are all aware of the fact that no two employers 
expect the same. 

EVANSVILLE, INDIANA: Former Congressman E. 
A. Mitchell gave a patriotic Flag 
Day speech at the June meeting of 
the Evansville Chapter. 

JACKSON, MISSISSIPPI: Mala- 
bouchia Chapter is hoping to let 
DUZ DO SOMETHING FOR 
THEM. They are entering the 
Proctor & Gamble contest and hop- 
ing to win the $1,000 prize offered 
to the non-profit, non-political or- 
ganization sending in the greatest number of Duz and 
Ivory Flakes box tops and Camay Soap wrappers. 


ST. PAUL, MINNESOTA: St. Paul Chapter members 
had a demonstration of a Magnetic Tape Recorder at the 
July meeting. Surely something all secretaries should be 
most interested in seeing. 


ROME, NEW YORK: That June meeting at Dibble’s 
Inn sounded like a honey. A fine spot, a good dinner, a 
good speaker and a bunch of secretaries—we do hope the 
Rome Chapter had the 100 per cent attendance for which 
they were trying. 

DECATUR, ILLINOIS: It was the “nuts”—we mean 
those cute little sacks of toasted (and tasty) soy beans 
given as souvenirs at the National Convention by the 
Decatur Chapter. Five NSAers thought they had a grim 
afternoon’s work ahead of them filling 411 sacks with 
the beans, but they report it turned out to be loads of fun. 


AKRON, OHIO: We’re waiting for the next issue of 
The Buzzer—from the Tiretown Chapter. They promised 
a surprise for their June meeting program—and curiosity 
is troubling us. Speaker for the meeting was Ben Maiden- 
burg, executive editor of the Akron Beacon Journal—on 
“The German Situation”. 


WACO, TEXAS: Down in the Heart of Texas NSA 
members learned about the history of shorthand at a 
dinner meeting. Most secretaries who thought shorthand 
originated with Mr. Gregg were startled to learn from 
William L. Baine, vice-president of Central City Com- 
mercial College, that St. Luke used a form of shorthand 
in recording the Sermon on the Mount. Caesar and Cicero 
also used shorthand. 

(Continued on page 14) 








A LITTLE BIT OF NEWS—ABOUT A GREAT BIG CONVENTION 


By plane, by bus, by train, they came—secretaries from 
all over the nation to Chicago, the Convention City, and 
the Hotel Sherman, Convention Headquarters—for fun, 
frolic, friendship, and fundamental functions of NSA. 
These, they had in abundance. 

So keen were their interests in the Convention that all 
officers and many members, delegates and alternates ar- 
rived as early as Sunday, preceding the opening of the 
convention proper on Thursday. 

A gala gathering was at the Open House and Reception 
held Wednesday evening. It proved to be a symmetry of 
of greeting old acquaintances, making new friends, listen- 
ing to gay music—commingled 
with the “tinkle of ice and the 
creak of bending elbows.” A spirit 
of joy permeated the closing hour 
of 10:30 p. m.—but bright and 
shining all appeared on the Conven- 
tion floor at 9:00 A. M., Thurs- 
day. dance.) 

Secretary of Rotary Interna- 
tional, Mr. Phillip Lovejoy stimu- 
lated the group with his inspiring speech on organizational 
work. He advised us on how to get the ‘growing pains’ 
out of an organization such as NSA, giving us the ad- 
vantage of his experiences in a truly great and large 
organization. Mr. Lovejoy’s talk appears in full in 
the Convention Minutes—contains much good food for 
thought, and is well worth reading—time and again! 


Mrs. Dorothy 


The balance of the first day was devoted to the reports 
of the National Officers, Executive Secretary and official 
convention announcements. The brevity, clarity and 
conciseness of the officers’ reports depicted the con- 
tinuous advancement and achievement of the Association 


during their term of office. 


Featured on Friday morning’s session were the reports 
of the committees on Certified Professional Secretary and 
Resolutions. 

Friday afternoon was devoted to the Speakers and Panel 
Discussions, led by noted people on such subjects as “Edi- 
ting a Chapter Publication”, ‘“CPS—How to Prepare for 
it”, and “Socialized Medicine”’. 


Then came the parade of the “MISS SECRETARY” 


(As seen through the eyes of Helen 
Boyle, Mrs. Vi Inman, Irma Heim and 
Henderson, Kansas 
City, Missouri members in atten- 


contestants—down the runway, to be viewed by the 
spectators and graded by the judges. 


Vieing for first place were sixty charming, alert and 
well-groomed secretaries, one to be chosen as ““MISS SEC- 
RETARY OF 1949”. The qualifications of the three 
‘top’ contestants caused the judges some uncomfortable 
moments before final selection was made. While the 
judges ‘squirmed’ the audience was entertained by Philip 
Maxwell of the Chicago Tribune who recited poetry and 
sang “Wheels A-Rolling”. Miss Irene Williams of Lake 
Shore chapter, Chicago, Illinois, was the successful winner; 
with Grace Farnsworth of Wichita, Kansas, placing second; 
and Helen Gaylord of Akron, 
Ohio, placing third. A climax to 
the coronation was the surprise ap- 
pearance of Jack Owens, of “Don 
McNeil’s Breakfast Club”, imper- 
sonating a western union messenger, 
who first serenaded “Miss Secre- 
tary” and then the audience. 

Saturday—back to business! This 
session was particularly important. 
Proposed amendments to the By-Laws were acted upon by 
the delegates. Harmonious discussions resulted in the adop- 
tion of a workable, all-inclusive and comprehensive set of 
By-Laws for the Association. 

And we had an election! Names and photographs of 
our new National Officers for 1949-50 appear elsewhere 
in this magazine. 

The unity of purpose and unselfish spirit displayed 
throughout the entire convention was commendable. 

Planned for Kings—fit for Queens—was the banquet 
enjoyed by the secretaries. Preceding the dinner “The 
Lord’s Prayer” was sung by the Bloomington, Illinois, 
chapter—who later appeared as the “Barber Shop” Chorus. 
Speaker of the evening was Dr. William Montgomery Mc- 
Govern of Northwestern University. During the banquet 
program awards were given for chapter bulletins and 
scrapbooks, and ad contest. Gifts were presented to the 
retiring National Officers by Past President Irene Nelson. 

Using the Association’s candlelighting ceremony, Presi- 
dent Margaret O. Dewyr installed the new National Of- 
ficers, which provided a fitting and beautiful finale to the 
1949 National Convention. 

ALL IS WELL THAT ENDS WELL!—So goodbye 
Chicago, HELLO BOSTON! Get your baked beans baked, 
your brown bread steaming, your lobster pots boiling, for 
we will descend on you in hordes come June 1950. 





NATIONAL AWARDS PRESENTED AT THE 1949 NATIONAL CONVENTION 


SCRAPBOOK: 
First Place—Niagara Falls, New York chapter. 
Second Place—Spartansburg, South Carolina chapter. 
Third Place—Hollywood, California chapter. 


BULLETIN: 
First Place—Santa Monica, California chapter (Sea 
Breeze). 
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Second Place—Washington, D. C. chapter (Prexy Press). 
Third Place—Albany, New York chapter (Reflections). 


AD CONTEST: 
First Place—Evanston, Illinois chapter ($50.00). 
Second Place—Seattle, Washington ($25.00). 


Third Place—Kansas City, Missouri (Westport) chap- 
ter (honorable mention). 


The Secretary 
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LADIES, WHAT ARE YOU PAYING FOR? 


Do you know that those Old-Age and Survivors Insur- 
ance deductions have purchased a retirement annuity or 
life insurance for you in case you die? 


What is Social Security? 

Social Security, or Old-Age and Survivors Insurance is 
a federal Government program to provide a monthly re- 
tirement income for workers and their families when the 
worker quits work and retires at age 65 or later, and for 
his immediate dependents when he dies. The program is 
operated by the Social Security Administration of the 
Federal Security Agency and the United States Treasury 


Department. Old-Age and Survivors Insurance is social 
insurance. Its cost is shared by both the worker and his 
employer. 


Who Comes Under This Social Security Program? 


This insurance system operates 
for workers in commerce and in- 
dustry, and for the benefit of their 
immediate families. Most jobs in 
commercial and industrial employ- 
ment are covered. The following 
kinds of employment are NOT 
covered by Social Security: agricul- 
tural employment, work on or 
around a farm; domestic service in 
a private home; work for federal, state, city, county, or 
local government instrumentalities; work in charitable, 
religious, educational, scientific, and most non-profit or- 
ganizations operating for general welfare. It does not 
cover self-employed like doctors, dentists, etc., or people 
who own and operate their own business. 

Federal Old-Age and Survivors Insurance applies to all 
employers in covered employment regardless of the num- 
ber of employees, from one or more. There is no age 
limit for participation in this program. It covers all 
ages from the cradle to the grave. 


Who Receives the Benefit Payments? 

There are three types of benefit payments, monthly re- 
tirement benefits for wage earners 65 or over, both men 
and women, and for wives of retired wage earners over 
age 65. Monthly survivors benefits for widows with de- 
pendent children under 18, or dependent children under 
18, and in some cases dependent parents over 65. 

Monthly retirement benefits start when the wage earner 
quits work at age 65 or later. When the wife of a retired 
wage earner reaches age 65 she is entitled to receive a 
benefit amounting to '% of that being received by the 
husband. Under present regulations, no monthly benefits 
are payable to any beneficiary under Social Security if any 
monthly beneficiary is working in employment covered by 
Social Security and earning over $14.99 per month. The 
earning of $15.00 per month or more suspends the bene- 
fit in each month the beneficiary is thus employed. 

Survivors benefits are payable to the survivors of a de- 
ceased worker as follows: Widows with children under 
18, children under 18, and in some cases, dependent parents 
over age 65. 

Where no monthly benefit is payable to any beneficiary 
a nominal lump-sum payment ranging from $60 to $270 
is payable to the surviving spouse, husband or wife, and 
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HUGH P. McTERNAN 
Manager 
Social Security Administration 
400 Fidelity Building 
Kansas City 6, Mo. 


if no surviving spouse, to the person who pays burial 
expenses. 
How Much Will the Social Security Payment Be? 

The amount of the benefit payment made to a retired 
worker is based on his average monthly wages earned in 
employment covered by Social Security, and the length 
of time he worked in such employment. For example, a 
person whose average monthly wage for 12 years was $200 
per month would be entitled to a benefit of $39.20 per 
month on retirement. Payment to wives over age 65, 
children under age 18, and dependent parents over age 
65, would be '% of the qualified wage earner’s benefit. 
A widow with children under 18 in her care, a widow 
over age 65, would receive a 34 benefit, or 34 of this 
$39.20 per month. At the present time the maximum re- 
tirement payment that any one can 
qualify for is $45.20 per month. 
The maximum benefit that is pay- 
able to any one family, based on 
any one wage record, is two times 
the qualified benefit of the basic 
wage earner, in no event to exceed 
a maximum of $85 per month. 
The minimum monthly payment 
to a retired worker is $10 per 
month. The amount of the lump-sum payable at death 
where no monthly benefit is payable, is 6 times the qualified 
monthly benefit of the deceased wage earner. In the case 
of the example cited above this would be 6 times $39.20, 
or $235.20. 

The wife when over Age 65 of a qualified retired wage 
earner receiving a retirement benefit is entitled to a wife’s 
benefit of '% of what her husband is receiving. If she is 
qualified for a retirement benefit under her own wage 
record she would not be entitled to receive both of these 
benefits. She would be entitled to the larger of the two. 


How Long Do | Have to Work Before | am Entitled 
to Benefits? 

For retirement benefits the worker has to work approxi- 
mately 14 the time from January 1, 1937, or from the 
time he reaches age 21, until the time he reaches age 65. 
However, by working during these periods a total of ap- 
proximately 10 years, or 40 calendar quarters, a person is 
permanently insured, and will receive some retirement 
benefits at age 65, or benefits will be payable in the event 
of his death. If a person is not fully insured as outlined 
above, but should die before reaching retirement age, his 
survivors would be entitled to survivors benefits if he has 
worked under Social Security 6 quarters out of the 12 
quarters immediately preceding the date of his death. 
In other words, should he work approximately 11/2 years 

out of the last 3 
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PARLIAMENTARY 


The Parliamentarian offers you another opportunity to 


test yourself on your Parliamentary knowledge. 


Allow 


five points for each question answered correctly; 90 to 100 
is excellent; 80 to 90 very good; 60 to 80 average. If 
your score falls below 60 you need to brush up on Parlia- 
mentary points. 


B 


15. 
16. 


a. 
18. 


19. 


20. 


Is it advisable to have a provision in the by-laws 
that allows the by-laws to be suspended? 

Must the presiding officer always vote to break a 
tie? 

When a meeting lacks a quorum what motions may 
be moved? 

Should a member say, “I wish to make a motion” 
when making a motion? (Give the correct form.) 
When a member says, “I suggest that we do”, 
should that be construed as 
a motion? 

When calling a meeting to 
order should the presiding 
ofiicer give several raps 


By 


mb 


MRS. GANO SENTER, 


(Answers) 


No. By-laws should nevet be suspended. Any 
rule that should be suspended at times, should be 
made a standing rule and not a by-law. 

No. The presiding officer may vote when her 
vote will affect the result, but she is not required 
to do so. 

The motion to adjourn or the motion to adjourn 
to meet another time, (prior to the next regular 
meeting.) This is called the motion for an ad- 
journed meeting. 


” 





No. The correct form is, “I move that , 
No. 
No. One rap of the gavel is sufficient. To beat 


a tattoo indicates lack of poise. 

When a chairman fails to call the committee 
meeting, any two members 
may call the meeting. 

8. No. She should say, “Is 
there a second to the mo- 
tion”. 


with the gavel? Parliamentarian and P. T., 9. Ten minutes. 
When a committee chair- Denver, Colorado 10. No. 
man fails to call the com- Parliamentary Quiz 11. Yes. The adjourned meet- 


mittee meeting may anyone 

else call the meeting or 

must the committee members just explain that 
they could do nothing because the chairman failed 
to call a meeting? 

When a motion is made and no second is heard 
should the chair ask for someone to please second 
the motion? 

If the by-laws make no provision ‘and there has 
been no rule adopted limiting the time a person 
may debate a question, how long may one hold 
the floor in debate on a question? 

At a special meeting, are the minutes of the 
previous regular meeting read for approval? 

At an adjourned meeting are minutes of the 
previous regular meeting read for approval? 
Should minutes be in the permanent minute book 
when read for approval, or should the secretary 
read them first and then copy them in the minute 
book after they have been approved? 

When taking a vote, should the presiding officer 
say “‘all in favor will say aye—contrary will say 
no’? 

Is it correct for a presiding officer to ask “Is there 
any old business’’? 

Is the motion to “lay on the table” debatable? 
May one lay a motion on the table until the next 
meeting? 

What vote is required to lay a motion on the table? 
How may one move to defer action on a motion 
until the next meeting? 

When the President and Vice-Presidents are absent 
does the Secretary preside at the meeting? 

Does a Treasurer close a Financial Statement with 


“Respectfully submitted?” 


12. 


14. 
iS. 
16. 


if. 
18. 


rg. 





ing is a continuation of the 
regular meeting. 
Minutes should be in permanent form, (in the 
permanent minute book) when read to the as- 
sembly for approval. 


No. “All in favor will say Aye.” All opposed 
will say No.” 

No. The term is ‘‘unfinished business”. 

No. 

No. ‘The motion to lay on the table” cannot 


be qualified. One moves to “lay the question on 
the table”. 

A majority vote. 

By moving to postpone action on the question 
(motion) until the next meeting. 

No. The secretary calls the meeting to order and 
calls for nominations for a Chairman pro-tem. She 
then conducts the election for a Chairman pro- 
tem and resumes her duties as Secretary. 

No. The Financial Statement is Club business the 
same as minutes, and not the 
personal report of the Treas- 
urer. The Treasurer signs 
her name and title of office. 





Happy 
Vacation 


NSAers 


The Secretary 





“MISS SECRETARY OF 1949” 


With pleasure we present Miss Irene A. Williams, “Miss 
Secretary of 1949”. 

Upon completion of high school and a six months’ 
training course in business college, Irene spent several years 
in one-girl offices engaged in different types of business 
such as manufacturing, merchandising and brokerage. This 
afforded her the opportunity to develop her initiative and 
acquire a general knowledge of office procedure. 

Her first real position was with the Union Trust Com- 
pany of Chicago as secretary to the auditor. When this 
bank merged with The First National Bank of Chicago, 
Irene became secretary to the assistant vice-president. 
After several promotions, she became secretary to James 
B. Forgan, Vice-Chairman of the Board of the Bank, 
which posittion she has held for quite some time. 

Irene is a member of the Lake Shore Chapter, Chicago, 
Illinois, and its Bulletin Committee; she has also served 
as treasurer of her chapter and as chairman of the Ways 
and Means Committee. 

In a recent contest held in conjunction with the Na- 
tional Convention of the Association, Irene was selected 
from a group of sixty contestants as the most representa- 
tive secretary. Upon her was bestowed the honor and 
title, “MISS SECRETARY of 1949”. 

We are extremely proud of Irene, who embodies all 
qualities of a ‘perfect’ secretary, and who has upheld the 
standards of NSA and the secretarial profression. 


July-August, 1949 





Iu Memorium 


Many members in attendance at the 1949 National Con- 
vention will well remember delegate Dorothy Griffiths of 
Los Angeles Chapter, who took an active part in all dis- 
cussions and displayed deep interest in the successful 
progress and development of our Association. Her vivaci- 
ousness charmed everyone. All of her enthusiasm, ambi- 
tions, hopes and desires were quelled on July 12, 1949, 
only a few miles from her home. Dorothy was returning 
home from the Convention aboard the Standard Airlines 
plane which met with a fatal accident in the mountains 
close to Burbank, California. 

To her surviving son, daughter and mother, go the 
Association’s heartfelt sympathy in the loss of a devoted 
mother and daughter. 

NSA has also lost in Dorothy a valuable member and 
will greatly miss her presence and the spirit she displayed 
in NSA activities. 





WE WELCOME NEW CHAPTERS 


PHILADELPHIA, PENNSYLVANIA (No. 5):  In- 
stalled June 23, 1949, by registrar Mrs. Dorothy MacPhee. 
Officers: Joanne Sturrock, president, Republic Steel Com- 
pany, 760 Broad Street Station Building; Sarah Elizabeth 


* Hunt, vice-president, American Bank Note Company, 230 


S. 7th Street; Terry Lyons, corresponding secretary, Robin- 
son Miller, Inc., 305 Fox Building; Martha E. Walter, 
recording secretary, Henry Disston & Sons, Inc., Tacony, 
Pennsylvania; Sally Durkin, treasurer, Frankford Arsenal. 





wt “Thought... 


There are two things to aim at in life: first, to get 
what you want; and after that, to enjoy it. Only the 
wisest of mankind achieve the second. 

Make it a rule of life never to regret and never to look 
back. Regret is an appalling waster of energy; you can’t 
build on it; it is only good for wallowing in. 











Lest We Forget . - 


Lake Shore Chapter, you did a beautiful job in 
helping make our National Convention a success. 
The National Board, Convention Chairman and Na- 
tional Headquarters Office appreciated the assist- 
ance given and your untiring efforts in behalf of a 


common cause. 
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Invitations and Place Cards ( Chistes a es, ess 


: for the Annual Dinner Honoring Employers can 
now be secured directly from National 


— BUY AND USE THESE ITEMS 





SOCIAL STATIONERY 


DESIGNED ESPECIALLY FOR 


NSA Membars 


Made of Highest Quality Envelopes Tinted Inside 





100% Rag Paper in to Match Sheets 

Luscious Bon Bon Colors NSA Crest in Gold 

25 Place Cards..$ .30 60 SHEETS * 30 ENVELOPES 
50 Place Cards.. .350 POSTPAID 


100 Place Cards.. .85 


25 Invitations 
50 Invitations........ 
100 Invitations........ 


$450 


NATIONAL SECRETARIES ASSOCIATION 























MATCHES 


BUY THEM! 


Keep a supply of 
NSA Matches on hand 
at all times. Suitabie 
for all occasions. 


VSE THEM! 





Chapter YET Chapter Mmbarhip Card 
This Is to Certify Thet 


WMembershife TS ATT 


All the Benefits of 


Card _ Chops 
NATIONAL SECRETARIES ASSOCIATION 


' Expires 














Distribute them freely to pros- 
































pective members, guests, em- “- Chopter Secretary 
ployers, and friends. Let NSA x 
Matches help convey the mes- ~ 
sage of NSA end CPS. @ bearer of this cord is @ Member in Good 
FOB Konsas City Mo Standing of the. 
ee er ee ee ee ee ee ee ee Chapter of the National Secretaries Association for 
| NATI ONAL SECRETARIES. AS ASSOCIATION the current yeor, and entitled to oll the benefits 
NATIONA A 
1005 Grand — The aims and objectives of the Notional Secretaries 
| ond City 6, Missouri Association ore: 
Please send to: 1.—To elevate the stondards of the secretarial 
2.—Te provide educational benefits. PAS 2... cevereesenee $ .30 
3.—To sponsor social and civie activities. 4 50 Cards .... 50 
100 Cards 85 
5 RTONS Nee 














Order direct from 
CLARA B. KRUEGER, Executive Secretary 
NATIONAL SECRETARIES ASSOCIATION, 1005 GRAND AVENUE, KANSAS CITY, MISSOURI 
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LADIES, WHAT ARE YOU PAYING FOR? 


(Continued from page 7) 


No. Before any benefits can be paid a formal claim 
must be filed. Wage earners should always leave some 
record of their Social Security number with their important 
papers so that their survivors can immediately make in- 
quiry regarding possible benefits should they die. If a 
claim for monthly benefits is not filed within 3 months 
after the month of death, monthly benefits may be lost, 
as retroactive monthly benefit payments are made for 
only 3 months. Lump-sum death claims must be filed 
within 2 years from date of death, or no benefit will be 
paid. 


Who Pays For The Benefits? 

These benefits are financed by a federal tax imposed 
on both the employee and his employer. The employee’s 
share is deducted from his wages or salary as paid out. 
The present rate of tax is 1% each for both the employer 
and the employee on all wages or salaries up to $3,000 of 
any calendar year. This tax rate is scheduled by law to 
increase to 144% each January 1, 1950, and to 2% 
each January 1, 1952. 


What Do I Have to Show for My Social Security? 

Your Social Security card is your only evidence of 
participation in the plan. All other records pertaining to 
your participation are in the hands of the federal Govern- 
ment, and you will be furnished with a statement of all 
wages to your credit at any time you make request to the 
Social Security Administration. 

If your name is changed at any time by marriage, 
divorce, court order, etc., you should notify the Social 
Security Administration immediately on application forms 
that they will furnish you for that purpose. That will 
enable them to keep their records straight, and to give 
you credit for all wages earned by you regardless of the 
name under which they were earned. Your local Social 
Security Office will tell you what to do in such instances. 


Can I Check On My Social Security Account? 

Yes. You may send a request for your wage statement 
to the Division of Accounting Operations of the Social 
Security Administration at Baltimore, Maryland, at least 
once a year and receive a statement of all wages credited 
to your account. If any mistakes occur in your wage 
record they cannot be corrected after a period of 4 years 
have elapsed. You can secure the necessary form for 
requesting this statement from your local Social Security 
Administration office. 


Is There a Possibility of Over-Paying the Employee's 
Share of the Tax? 

Employees Social Security tax applies only on the first 
$3,000 a person is paid in any calendar year. That is the 
maximum amount that any one employer will have to pay 
on or deduct from you on your account. If you work for 
more than one employer each employer is required to make 
tax deductions on the first $3,000 of wages paid you. If 
deductions from all employers are on more than $3,000 of 
wages the employee can apply to his local Collecter of 
Internal Revenue after the close of the year in which the 
taxes are paid for a refund of all deductions applying to 
anything in excess of $3,000. Application for this refund 
must be made to the Collecter of Internal Revenue within 
2 years. 
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Can I Live Comfortably on My Social Security Bene- 


fit? 

No. The maximum benefit payable under Old-Age and 
Survivors Insurance at the present time is small, in fact. 
the largest possible benefit payable to one individual at the 
present time is only $45.20 per month. This, under pres- 
ent economic conditions, would provide only the smallest 
foundation for the basic necessities of life, and is one of 
the reasons why the Social Security Administration has 
recommended to the Congress that monthly retirement 
benefits be materially increased under this plan. Your 
additional needs will have to be supplied by savings, an- 
nuities, life insurance, private accumulations, or from some 
other means. Income from any source, other than work 
in employment covered by Social Security, does not effect 
your Social Security benefit, and you would be entitled to 
receive your retirement benefit regardless of your private 
income from all other sources. 





y , 
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One year has flown by swiftly, 
Our Chapter spread its wings 
And strove to soar quite smoothly 

Toward constructive things. 

We joined our thoughts and efforts, 
Did the best that we could do, 
Then found to our amazement that 
Success had followed through. 


We saw our able leaders 
Draw up a constitution, 
Which acted as a guidepost 
For our Chapter’s evolution. 
Committees were appointed, 
Who kept toiling sans delay, 
Members cooperated 
In every single way. 


Our programs were selected 
With diligence and care, 
To stimulate the interest 
Of every member there; 
They aimed at education, 
With an added social fete, 
And to date our civic record 
Would be rather hard to beat. 


So, for an “infant’’ Chapter 

With one candle on our cake, 
Proud we are of the progress 

That we have made to date. 
But we'll not stop at this point, 

For our work has just begun, 
We'll keep driving ‘til — for “NSA” 

The highest praise we’ve wonl 

—Carol S. Crockett, 
Trenton, New Jersey Chapter 
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CHAPTER HIGHLIGHTS 
(Continued from page 5) 

PAMPA, TEXAS: Whereas at the Top O’ Texas some 
of the NSA members participated in a Hobby Show. Prize 
for the most unusual display in the show went to Lillian 
McNutt for her chalk painting, “Tropical Night.” 


SAN FRANCISCO, CALIFORNIA: The Nugget, 
publication of the Bonanza Chapter, reported a real get- 
together with California Chapters in the Bay area at the 
Old Hearst ranch at Pleasanton. The Golden Gate Chap- 
ter made plans for a Sunday of fun and relaxation for all 
NSA members interested. 


AUSTIN, TEXAS: It’s “bridge and more bridge” ac- 
cording to Moonbeams. The bridge committee of the 
Tower Lights Chapter is really functioning—and have 
worked up several bridge games. Seems there was a good 
possibility of a tournament. 


TOLEDO, OHIO: Members of the Glass City Chapter 
had a pleasant evening when they were invited by the 
Toledo Chapter of the American Society of Women Ac- 
countants to attend its Public Relations Dinner. Hmm— 
public relations dinner sounds like a wonderful idea for 
any organization. 

HARRISBURG, PENNSYLVANIA: The Susquehan- 
nock Chapter is really busy with civic projects. They hel 
to promote the Girls’ Club of Harrisburg—through which 
means teen-age girls have their own organization and have 
an opportunity to attend camp. 


LINCOLN, NEBRASKA: Placed on the banquet tables 
at the National Convention were boxes of the famous 
“Bauer’s Russian Mints”—compliments of the Cornhusker 
Chapter. Thank you Lincolnites for this delicacy. 








ALL MEMBERS PLEASE TAKE NOTICE 


In the future, all orders for NSA jewelry of any 
and all types, are to be placed directly with NA- 
TIONAL SECRETARIES ASSOCIATION, 
Grand Avenue, Kansas City 6, Missouri. 
operation in complying with this request of your 
Headquarters Office will be greatly appreciated. 


1005 
Your co- 





CORRECTION 


Through inadvertence in the preparation of the 
1949 National Convention Program an error oc- 
curred in the “Tours” article. It was mentioned 
that The Gray Line Company seemed to be better 
than the Chicago Sightseeing Company. Our 
apologies to the Chicago Sightseeing Company—we 
know you are considered on an equal basis with other 
companies as to tours service in Chicago. 























NSA VACATION RESORTS 


At these renowned resorts attractive discounts of 10% to 25% 
have been arranged for all secretaries wearing the NSA emblem 
or presenting an NSA membership card. 


MARSHDALE LODGE i 
Evergreen, Colorado ' 
! 


BENT CREEK RANCH 
Asheville, North Carolina 


VILLA D’ESTE HOTEL 
Miami, Florida 


OCEAN KING HOTEL 
Atlantic Bearch, North Carolina 


LAGONITA LODGE 


Big Bear Lake, California 


FRANK PALMA’S HOLIDAY 
HOTEL 


Swartswood, New Jersey 


LUCKY G J RANCH 


DENTON’S MOUNTAIN INN Gypsum, Colorado 





TARRYALL RIVER RANCH 
Lake George, Colorado 


OLD HEARST RANCH 


Pleasanton, California 


NOISY WATER LODGE 


Ruidoso, New Mexico 


BELLAVISTA 
Bella Vista, Arkansas 


HOTEL COLORADO 
Glenwood Springs, Colorado 


HOTEL DE LAS AMERICAS 
Acapulco, Mexico 


RONVILLE LODGE 
Lake of Bays, Ontario 








THE TOWN HOUSE 
Hot Springs, Arkansas 


LAZY RAY RANCH 


Jemez Springs, New Mexico 


THE TRADING POST 
Allenpark, Colorado 


CM QUARTER CIRCLE RANCH 


Kalispell, Montana 


THE LODGE 
Cloudcroft, New Mexico 


LOMA LINDA LODGE 


Warren, Arizona 


P B LAZY DUDE RANCH 


Beehive, Montana 


Soquel, California 


SAGAMORE LODGE 


Sagamore Beach, Massachusetts 


MI CASA 
La Luz, New Mexico 


HOTEL DEL CAMINO 
Laguna Beach, California 


HOTEL VICTORIA 
Taxco, Mexico 


MC CARTHY GUEST RANCH 


Victorville, California 


F K BAR GUEST RANCH 
Wickenburg, Arizona 


SHERATON PLAZA HOTEL 
Daytona Beach, Florida 


SPRING CREEK RANCH 


Cottonwood, Arizona 


TIMBERLANE RANCH 
East Jewett, New York 


THE GALE HOTEL 
Miami Beach, Florida 


C BAR H GUEST RANCH 


Lucerne Valley, California 


SKY LINE INN 
Mount Pocono, Pennsylvania 


HOTEL CONNEAUT 


Conneaut Lake Park, Pennsylvania 


(SR RO RN TS, 
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“OPEN FOR BUSINESS” 


We are an organization of secretaries—women who are 


today recognized in every phase of business, industry and 
profession. The ladder of success is at our door—waiting 
tor us to scale the rungs. 

Men with imagination and courage have developed every 
conceivable kind of 
business. Likewise 
enterprising women 
with similar quali- 
ties and initiative 
are today standing 
at the threshold of & 
success, 

But success re- 
quires more than 
imagination. It re- 
quires more than an urge for independence or the desire 
to escape the tedium of a routine job. 

Success in an organization is a combination of ‘“Com- 
mercial instinct” or “business aptitude” or ‘“‘business 
sense”—and ideas. How many times have you heard 
someone say, “If we could accomplish this we’d have a 
wonderful organization.” Perhaps we could, but good 
ideas are only half the battle. The other half is that 
basic ingredient which is called business aptitude. 

Sure, we perform our best when we are strongly moti- 
vated, and there are few motivations stronger than those 
provided through the operations of one’s own organization. 

Success of an organization lies not only in the ultimate 
objectives—but to achieve those goals and to be success- 
ful it is imperative that we retain and increase its mem- 
‘ership. The bigger an association the more we will 
be able to accomplish. 

How often have you noticed the sign above a door 


“OPEN FOR BUSINESS” 

Very apropos for NSA. Search for a new contact. 
“Contacts” are like ideas—the more you make, the greater 
the probability that one of them will prove productive. 

Every chapter and member should retain that “stick-to- 
itive” attitude and increase its membership. Don’t pass 
up a prospect which would be an asset to your local 
chapter or the organization as a whole. 

Start now on a local membership -drive—make your 
chapter the top sales chapter. 


Remember NSA is “OPEN FOR BUSINESS.” 


(Reprinted from September, 1947 Secretary) 

















Not rbluways Easy 


To apologize 

To begin over 

To admit error 

To take advice 

To be unselfish 

To keep on trying 

To be considerate 

To think and then act 
To profit by mistakes 
To forgive and forget 
To shoulder a deserved blame 


BUT — IT ALWAYS PAYS! 
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ENCOMIUM—TO OUR PAST NATIONAL 
OFFICERS 


by CLARA B. KRUEGER 


Without a doubt the year 1948-49 will go down in the 
history of NSA as a particularly outstanding one. 

We can ascribe this most progressive and successful year, 
both nationally and in our chapters, to the very competent 
administering of the Association’s activities by the imme- 
diate past National Board of Directors. 

Under the able direction of Mrs. Margaret O. Dewyr, 
the framework of a national organization was established. 
Steps were taken to institute programs of inestimable 
worth to all members of NSA. 

Nationally we received exceptionally fine recognition 
and endorsement of our Association by untold thousands. 
The. public in general is cognizant of the real good NSA 
can do for members of the secretarial profession which will 
in turn be of beneficial assistance to all types of business, 
industry and profession. 

A review of accomplishments this past year, coupled 
with the constructive and most successful National Con- 
vention held recently in Chicago, is convincing to all that 
NATIONAL SECRETARIES ASSOCIATION has def- 
initely taken its place in an every-changing competitive and 
challenging world. 

Thank you, past National Officers, for a job well done! 


+ 


To Margaret, a special THANK YOU for all the time 
and energy expended in carrying out your duties as Na- 
tional President and the effort put forth in furthering the 
ideals of NSA to ultimately reach our objective. 

You are to be highly complimented for the manner 
in which you conducted your meetings and the 1949 


National Convention. Commendable! 





Did you ever notice that you always find time 
to do the things that you want. Don’t go through 
life looking for something to turn up. Go to work 
and turn something up. 





HOW DO YOU DO? 


Some pay their dues when due, 
Some pay when over-due, 
Some never do— 
How do you do? 
National Headquarters Office urges each and 
every member to pay her National dues for 
1949-50 NOW. Help us keep our business cur- 


rent. 
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Fh MING TON 
ELECTRIC DeLuxe 


FINGERTIP CONTROL ZONE — every con- 


trol is accessible, located on the front 
of the typewriter — at your fingertips. 


MANIFOLD DIAL CONTROL — a touch of 


your finger adjusts this typewriter for 
the number of legible carbons you want, 


FINGERFIT KEYS are designed to adjust 


oy ee qs Your Typin CS] er ie yeas ere oping tou 
Under Fingertip Control ¢ 


Just seat yourself at this superb type- 
writer af let your fingers stroke its 
keyboard. See how it produces fine, 
letter-perfect typing. Notice, too, that 
no matter how many carbons you make, 
the touch is always uniform; the fast, 
completely electrified action always 
swift, smooth, effortless. 
No wonder the Electric DeLuxe is 
becoming a favorite with secretaries and 
typists! Call the nearby office of Rem- 
ington Rand Inc. for a demonstration YOU TYPE NATURALLY — You're at ease 
at your desk—yvou'll thrill to it too! from the moment you start. This type- 


* writer is designed to speed and ease 
THE FIRST NAME IN ELECTRIC TYPEWRITERS your typing, following through on the 
typing techniques you are now using. 








